


“| LIKE THE PEOPLE WHO 
WORK FOR ME BECAUSE...” 



























They have a spirit of teamwork. 10. They know how to handle people 


graciously. 


Their criticisms are constructive. -_ 
ll. They express honest opinions even if 


mah they don’t agree with me. 
They are enthusiastic. 


12. They like their jobs. 


They exercise their initiative. 13. They are conscientious . . . they 


don’t waste time. 


They are ambitious. 
14. They have pleasant personalities. 


They are aggressive in their work 15. Their language and expressions are 
. « « persistent. of the highest. 


They are not gossip mongers. 
They are reliable. 16. . — ° 


17. They do not bring personal problems 


They cooperate. to work. 


18. They are loyal to me as an individual 
They are sincere. and as a member of management. 
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If you are a “boss” and you can’t honestly agree with If you do like your people and whole-heartedly agree 
the statements on this page . . . take a look at the list 
on the inside back cover. Maybe you should take a 
few hints from the list . . . maybe you aren’t living the tnt k .. « sit back and enj 
up to your job as a “boss” .. . maybe YOU are letting Oe RAR  aer egy ee iil 
your people down. each of the 18 points as personal compliments. 


with the entire check list on this page, take a look at 


rom 3M Megaphone, magazine of the Minnesota Mining and Manufacturing Company, by permission of the editor, James Keith. 
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Fotpamatic Construction —“Heart” of the new LINE-a- \ 

TIME Copyholder. Folds over typewriter when not in use. Py y / 7 , 
Variable Height Adjustment — Raises or lowers LINE-A- . femingtomn. 

TIME Copyholder to required individual eye level. DIVISION OF SPERRY RAND CORPORATION 


Space-ceLector Unit — Affords typists an infinite va- Zoom 1800, 315 Park Avenue South, New York 1, N.Y. 


riety of space settings. I would like a free five day trial of the new FotpaMaATIc 


, * 
TRANSVUE Line Guide—Tinted, transparent, underscores Line-a-time Copyholder. 


line of copy to be typed and permits typists to see two anne 
or three lines ahead. Has both an elite and pica Perfect 
Positioning Scale... FIRM 
.And many other dramatic features that make the new 
Fotpamatic LINnE-A-TIME Copyholder the greatest secretarial ADDRESS. 


aid since the invention of the typewriter. 
; Fite A 7 ee eee 
Available in six office and typewriter harmonizing colors: 


French Gray, Desert Sage, Honey Beige, Mist Green, Lime *Available only in cities with a Remington Rand office. 
Light and White Sand. 
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ACCO BINDS PAPERS IN SECONDS _ 
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ACCOGRIP® holds together business or personal papers, work sheets, photos, artwork. No marring. You insert or remove sheets instantly. 


ONE FINGER DOES IT! 


e press to open e press to close 
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- 
SURE GRIP. Test it yourself! Accogrip has HOW MANY USES have you for Accogrip? NEW! Revolutionary mechanism. Closed- 
1%” capacity — yet holds even one sheet Ideal for reports, letters, records, blue- back design. Genuine pressboard cover — 
securely. Contents stay put until you prints, catalogs, photos, sheet music. firm, flexible, long-lasting. Red, black, 
release spring-action grip. Keeps material on hand, intact, in order. grey, green or blue. Letter or legal size. 






® 
50 YEARS of leadership in binder design and filing systems AC | ‘ OG We § - : 
precede Accogrip. Now at office outfitters everywhere. Or write: 
ACCO PRODUCTS, Division of Natser Corporation; Ogdensburg, N. Y. ACCO PUNCHLESS BINDER | 


In Canada: Acco Canadian C0., Ltd., Toronto. 





@® TM pending 









‘Ss 


'> 


Miss Clare H. Jennings 


@ Back in the 16th Century, Francis 
Bacon said: “I hold EVERY MAN 
A DEBTOR TO HIS PROFES- 
SION; from the which as men of 
course do seek to receive countenance 
and profit, so ought they of duty to 
endeavor themselves by way of 
amends to be a help and ornament 
thereunto.” Theodore Roosevelt put 
it into modern language when he 
said “Every man owes some of his 
time to the upbuilding of his profes- 
sion.” 


The objective of NSA is to elevate 
the standards of the secretarial pro- 
fession. In our aim to achieve that 
objective, we usually, and correctly, 
stress the self-improvement necessary 
on the part of every secretary, to the 
end that all secretarial performance 
will be improved. 

Our 1959 convention theme urges 
another viewpoint—a selfless, rather 
than a selfish one. The founders of 
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Mrs. Elizabeth Roper 





NSA made the claim of professional 
status in 1942; during the intervening 
years the members of our Associa- 
tion have worked to earn the right to 
that claim. Their performance as 
secretaries, and their support of and 
participation in our CPS program 
have now gained us acceptance of 
secretaryship as a profession. In this 
it has not been individual effort, 
standing by itself, which has brought 
recognition, but joint effort of thou- 
sands of secretaries, devoting their 
time and industry in a united and 
guided program. 

Your 1958-59 International Board 
of Directors salutes all of our mem- 
bers serving at every ievel, on com- 
mittees and as chapter and division 
officers. We salute, too, those who 
succeed us for the ensuing year, and 
their successors in the years to come. 
We also honor those who are serving 
on the Institute for Certifying Sec- 


Mrs. Evelyn 6. Day 
aa —_ 


Miss Carolynne J. Schutz 





Mrs. Marie E. Bishop 










Miss Ethel Ambler 








# sld| een f £ 
Mrs. Edna J. Pickard 


retaries, or as trustees of our NSA 
Home Trust Fund. Some are called 
upon to give more of their time and 
effort than are others; some are more 
able to do this. All of these members 
are paying their debt to their pro- 
fession, and while they are so en- 
gaged they find their profession be- 
comes more meaningful to them. 

One NSA chapter leader has said: 
“In becoming members of NSA we 
gave up the status of those who are 
not helping in the effort to further 
our profession.” We cannot improve 
upon the message in that simple 
statement. We can, though, and do, 
urge every NSA member to fulfill 
her membership obligations by un- 
selfishly giving some of her time and 
of herself to the development and 
carrying out of our programs, the 
while continuing, also, her efforts at 
self-improvement. Thus will we pay 
our debt to our profession. 
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ELECTRIC TYPEWRITER COMPARISON CHART 


he hl Brand Brand Brand Brand 
coR A B c o 


AUTOMATIC MARGINS q 
Simpie one-hand, YES NO YES NO. 
one-step operation. 


SIGNAL LIGHT 
Positive visual indication YES NO NO NO 
if motor is ON or OFF. 


TOTAL TABULATOR CLEAR 
Clears ali stops instantly YES NO NO NO 
without moving carriage. 


ERROR CONTROL 


Simplifies correction of errors YES NO NO NO 
and line justification. 


BOTTOM MARGIN INDICATOR 
Page Gage accurately YES NO 
indicates bottom margin. 


88 vere gt KEYBOARD 
Standard YES NO 


no extra aren. 


KEYBOARD SLOPE 
Key top slanted to fit YES NO 
natural movements of fingers. 


ROLL-FREE ACTION 
Releases typebar cams YES NO 
with no “scuffing” action. 


SAFETY COVER 
Motor shuts off when cover YES NO 
is raised to change ribbon. 


CUSHIONED TOUCH 
Eliminates jar to sensitive finger YES NO 
tips at end of each stroke. 


THE WORLD'S FASTEST 
ELECTRIC TYPEWRITER YES NO 










Before you buy, compare Smith-Corona 
with any other electric typewriter made! 


Feature for feature, point for point, compare the Smith-Corona 
with any other machine on the market today. You’ll see why the 
Smith-Corona is not just equal, but superior to every other brand! 
Before you buy an electric typewriter, call your Smith-Corona 
representative for a demonstration of the many exclusive features 
that make Smith-Corona today’s most advanced electric typewriter! 


Smith-Corona Electric 





W@ The following new appointments 
to the Institute, except for Fred A. 
Schultz, begin September 1, 1959. 
Mr. Schultz was appointed in June 
to fill an unexpired term ending in 
September, 1960. Except when resig- 
nations cause appointments to be 
made for shorter periods, regular In- 
stitute appointments are for three- 
year terms with two new members 
each year from business, from educa- 
tion, and from the NSA membership. 
These appointments are made by the 
International Board of NSA. The 





Katherine (Kitty) Nowell 


Canadian Associate member is 
selected for a one-year term. The 
next annual Institute meeting will be 
on September 11-12, 1959. 


Secretaries 
Katherine (Kitty) Nowell was a 
charter member of the Queen Char- 
lotte chapter, North Carolina, and 
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by George A. Wagoner 
Dean of the Institute for Certifying Secretaries 


served as president of that chapter 
for two terms. She passed the CPS 
examination in 1954 and has served 
on the Institute for the past two 





Marjorie L. Ater 


years as Chairman of the Committee 
on Qualifications. She previously 
served on the International Educa- 
tion Committee. In the summer of 
1956 she attended the Vassar Insti- 
tute. Her new appointment is for a 
three-year term. 

Miss Nowell is employed as secre- 
tary to the president of Southeastern 
Fire Insurance Company and is 
Assistant Secretary of the corpora- 
tion. Her bachelor’s degree with a 
major in mathematics was received 
from Women’s College of the Uni: 
versity of North Carolina. She holds 
a commission as Lieutenant in the 
U. S. Naval Reserve, Supply Corps. 

Marjorie L. Ater has been a mem- 








ber of the Columbus, Ohio, chapter 
since 1950. Her CPS certificate was 
earned in 1956. After serving as 
chapter president, she held division 
offices of secretary, vice president, 
and president. Chairmanships held 
have been chapter education com- 
mittee, Ohio Division program com- 
mittee, and division workshop 
committee. During the past year she 
has been District Assistant Editor of 
The Secretary. 

Miss Ater is employed as private 
secretary to L. D. Shuter, Executive 





Janet J. Hawkins 


Secretary, State Teachers Retirement 
System of Ohio. She is a member of 
the National Association of Educa- 
tional Secretaries, a department of 
the National Education Association. 

Janet J. Hawkins was a charter 
member of the A. N. Palmer chapter 


(Continued on Page 10) 
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SECRETARY TODAY...CPS TOMORROW 


Wi If you’ve been working away in 
your job for several years and settled 
into a comfortable rut, have you ever 
stopped to wonder what tomorrow 
holds? How would you stack up 
against a top-notch secretary? Your 
boss seems satisfied with your work; 
you have no difficulty with his dicta- 
tion; you answer many of the incom- 
ing letters yourself expressing them 
in his style, and you handle myriads 
of details effectively every day. But 
how would you do in competition 
with other secretaries? Also, if you’ve 
worked in several positions, do you 
wonder if you are qualified to step 
into an executive secretary position? 
The obvious answer is to take the 
CPS examination and have your 
question answered. 


The examination is open to all who 
can qualify—men and women, and 
not just NSA members. Qualification 
is based upon experience as well as 
formal education. The two-day ex- 
amination is sponsored by the Insti- 
tute for Certifying Secretaries and 
covers Personal Adjustment and Hu- 
man Relations, Business Law, Busi- 
ness Administration, Secretarial Ac- 
counting, Secretarial Skills, and Sec- 
retarial Procedures. The examina- 
tion is given yearly in many test 
centers set up in the United States 
and one in Canada. 

Although the examination goals 
are high, it is difficult to find anyone 
who has taken the examination — 
whether she has passed or not—who 
would lower the standards. If that 
were done, then achieving the status 
of Certified Professional Secretary 
would become meaningless. 


Perhaps some secretaries may feel 
that a certain section or subject mat- 
ter covered has no relation to her 
present position. This is a_ short- 
sighted view. The requirements for 
any academic degree contain many 
subjects not directly related to the 
specialty. It is these fringe subjects 
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Southwestern Representative 


by Mrs. Gladys March, CPS 


International Education Committee 


that give the secretary a broader out- 
look and better perspective of busi- 
ness and enable her to grasp and 
deal with business problems in a 
more capable manner. 


The CPS program is an over-all 
study guide for secretaries. It is 
stimulating, whether taking formal 
classes or studying at home, to dis- 
cover those areas in business which 
are not directly related to steno- 
graphic skills. Many secretaries have 
gone on with the study habit and 
have received college degrees. 

Beyond the personal satisfaction 
of passing a difficult examination, the 
program is aimed at improving the 
professional status of secretaries. It 
establishes a definite educational 


standard to work toward. Perhaps 
one of the most significant results is 
that it gives employers a yardstick 
by which to measure secretaries for 
top-level secretarial positions — not 
just typing and shorthand skills 
alone. As more and more secretaries 
avail themselves of becoming CPS 
certificate holders, businessmen and 
employers will be able to rely upon 
the skills and intelligence of a secre- 
tary holding a CPS certificate. 

The importance of the CPS pro- 
gram will begin to carry weight as 
the number of CPS’s increase. Can 
a secretary today find a better goal 
than becoming a CPS tomorrow? 











PROFESSIONALS 
use the 5a4/ 






“ELECTRO-WRITE” CARBONS 
and PURE SILK RIBBONS 





are preferred 
by the most fastidious 
secretaries 





Reason? The original and 
duplicate are so sharp, so 
clear, so clean! Next time, 
try a Codo Silk Ribbon, a 
sheet of Codo Electro-Write 
Carbon, and use the exclu- 
sive Carbon Gripper— 
you'll be pleased, we 
guarantee! 


a. 


(Sy J MANUFACTURING CoRP. 
—— Factory: Leetsdale, Pa. 


New York ¢ Philadelphia e Pittsburgh e Dallas 
Chicago e Cleveland e Detroit e Los Angeles 
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CPS 


QUICKIE 


(Fi ished by | 


QUIZ 


ca 





Accounting 


1. Which of the following accounts 


appears in the Balance Sheet? 

(a) General Administrative 
Expense 

(b) Delivery Expense 

(c) Sales 


(d) Interest Accrued Re- 
ceivable 


. In preparing financial state- 
ments, which of the following 
would you prepare first? 


(a) Balance Sheet 
(b) Statement of Surplus 


(c) Statement of Cost of Goods 
Manufactured 


(d) Profit and Loss Statement 


. You operate a realty business. 
Which of the following trans- 
actions will result in an increase 
in cash and also an increase in 
surplus? 


(a) Cash received for capital 
stock 

(b) Collection of a commission 
for selling property 

(c) Charging a client’s account 
for selling property for him 


(d) None of these 
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4. The list price of merchandise is 


$2,000.00 Trade discounts of 
30 per cent and 10 per cent are 
allowed. The net price is: 


(a) $1,260.00 
(b) $1,280.00 
(c) $1,380.00 
(d) None of these 


. Which of the following requires 


no entry? 


(a) Goods returned because of 
defective quality 


(b) Cash discount on sales 


(c) Cash discount on pur- 
chases 


(d) Trade discount 


Merchandise with a list price of 
$3,000.00 is purchased on June 
19. Trade discounts of 30 per 
cent and 10 per cent are allowed. 
Terms are: 1/10, n/30. If the 
invoice is paid on June 28, a 
check should be issued in the 
amount of: 


(a) $1,782.00 
(b) $1,890.00 
(c) $1,871.10 
(d) None of these 


7. Interest on $360 for 30 days at 


10. 


7 per cent is: 

(a) $7.56 

(b) $2.10 

(ec) $2.52 

(d) None of these 


. The maturity date of a promis- 


sory note dated December 15, 
1958, and maturing in 120 days 
is: 


(a) April 14, 1959 
(b) April 15, 1959 
(c) April 16, 1959 
(d) None of these 


. In preparing a bank reconcilia- 


tion, the amounts of any out- 
standing checks should be: 


(a) added to the balance shown 
on your books. 


(b) added to the balance shown 
on the bank statement. 


(c) deducted from the balance 
shown on the bank state- 
ment. 


(d) deducted from the balance 
shown on your books. 


Which of the following accounts 
appears in the Profit and Loss 
Statement? 


(a) Office Equipment 
(b) Interest Accrued Payable 
(c) Selling Expense 


(d) Prepaid Insurance 


(ANSWERS ON PAGE 24) 
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MEETING OUR OPPORTUNITIES 


@ “To think without acting is futile, 
to act without thinking is fatal” were 
the words on the church lawn plaque. 
Indeed, it seems to be a good pattern 
to guide us in meeting the opportuni- 
ties that become ours as individuals, 
as chapters and as an Association. 

Daily, through the various media 
of communications, our attention is 
directed to increases—more citizens, 
greater incomes and savings, more 
jobs and higher production, more re- 
search and bigger needs — all of 
which create a great new wave of 
more opportunities. With the chal- 
lenge of new opportunities comes the 
need for applied imagination and an 
exchange of ideas. 

Keeping in mind the ultimate re- 
sults, give a thought to these two ex- 
changes. If one should exchange a 
dollar with another, would not each 
one still have just one dollar? But 
consider the result when one ex- 
changes an idea with another; does 
not each one then possess two ideas? 
Cicero compared the passing of ideas 
to lighting one candle from another 
—the light is passed on, but there 
is no diminution of the original light. 

How many times have you mulled 
an idea in your mind, first with a 
subconscious approval and then at 
the next thought, disapproved and 
forgotten the entire idea? Then alas 
—you heard or read of someone else 
successfully fulfilling the very infant 
idea which you allowed to become 
dormant. When opportunity pre- 
sents itself, are we apt to meet it 
with undue hesitation, or are we will- 
ing to “think and act”? To be sure, 
the world is a stage; but too often 
we prefer to sit in the audience and 
view the performance. 

Perhaps the fear of being opposed 
is the reason we keep our ideas sub- 
dued. Does opposition often dis- 
courage us, or does it create a force 
within that generates a more deter- 
mined desire and effort? If Colum- 
bus had become discouraged with 
the opposition that confronted him, 
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by Mrs. "V. J." Allen, President 


Girardot Chapter, Cape Girardeau, Missouri 


it might have been many generations 
before that infant idea could have 
been reborn in the mind of another. 
Let us remember that Columbus’ re- 
ward was a greater discovery than 
had ever been imagined. And so it is 
with our aspirations. Opposition can 
be a contributing factor to greater 
accomplishments. In the efforts to 
expound our convictions, we are 
sometimes our own best listener; re- 
selling ourselves with a greater imag- 
ination and desire to succeed. 

On our Association emblem, the 
lamp reflects light; and the world 
signifies that the field is unlimited 
for the secretarial profession. May 
we follow a teaching of our Creator 
and “let your light so shine.” The 
reflection span of our individual 
ideas may never be known; but com- 
bined with others, it can shine afar. 
If we endeavor to become persons 


with a vision of greater things—ones 
who are undaunted by the new and 
different trends and individuals who 
are eager to become a part of prog- 
ress—we will not only make a vital 
contribution to our employers, our 
communities, our chapters and As- 
sociation; but we will make life more 
meaningful to ourselves and those 
about us. 


Henry David Thoreau said, “If 
you have built castles in the air, your 
work need not be lost; that is where 
they should be. Now put the foun- 
dations under them.” There is a 
great need for more thinking, more 
acting, more building and more light- 
ing the candles of ideas. As secre- 
taries, the challenge should become 
greater as more and more avenues 
of opportunity are opened to us. 





EVERYBODY'S HAPPY! WITH TYPEWRITTEN 


COPIES MADE THE HURON COPYSETTE WAY. 


FluYon 
\“" (Opp 


PATENTED 


PULL OUT Styl 


MANIFOLD 
CARBON 
PAPER SETS 


PORT HURON SULPHITE & PAPER CO 
HC-9 


Yes, everyone's happy with HURON COPYSETTE. Secretaries 
love the ease and convenience of having each second sheet 
carry its own fresh carbon. Copies are sharp — and hands 
never come in contact with the carbon! The boss likes 
HURON COPYSETTE, too. Work is turned out on time and 
HURON COPYSETTE costs him less than carbon paper and 
second sheets bought separately. 


“Licensed under Kerr Patent No. 2,557,875 














OUR STATIONER 








PORT HURON 








CPS PAGE 
(Continued from Page 6) 


of Cedar Rapids, Iowa. Her CPS 
certificate was earned in 1957. After 
serving as vice president and presi- 
dent at the chapter level, she was 
Ohio Division president for two 
years. Her chairmanships include 
chapter education and rules and by- 
laws committees and International 
Education committee. She was also 
a member of the International Reso- 
lutions committee during the past 
year. 





Victor Frenki! 


Mrs. Hawkins has attended the 
American Institute of Commerce in 
Davenport and Iowa State Teachers 
College. She is presently employed 
as secretary and Installations Super- 
visor of the Systems Department of 
LeFabure Corporations in Cedar 
Rapids. 


Business 


Victor Frenkil is President of Bal- 
timore Contractors, Inc. At present 
he is also serving as a Director of 
the Maryland Apartments, Inc., 
Parkway Realty, Inc., Chairman of 
the Victor Frenkil Foundation, mem- 
ber of the Board of Directors of New 
Amsterdam Casualty Company, and 
member of the Board of Progress 
Federal Savings and Loan Associa- 
tion. His activities in civic affairs 
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include service as directorships of 
Maryland Division of American Can- 
cer Society, the Baltimore Symphony 
Orchestra, and the Maryland School 
for Deaf. His memberships include 
the Association of Commerce, B’Nai 
Brith, Engineers Club, Advertising 
Club, Civil Engineers, and Rotary 
Club. 

Mr. Frenkil received the “Man of 
the Year” award from the Marine 
Post No. 1 of the American Legion 
and the Distinguished Alumnus 
Award from the National Phi Alpha 
fraternity. The Baltimore Institute 
awarded him the Gold Key for In- 
dustrial Leadership in 1953. He 
served on the Assay Committee dur- 
ing President Truman’s administra- 
tion. He has four children and three 
grandchildren. 


His company is well known for its 
construction of many buildings on 
the campus of the University of 
Maryland and other large structures 
in the state. Large construction 
projects outside this country have 
included military, airport, and rec- 





Fred A. Schultz 


reational facilities in Puerto Rico, 
Spain, and Azores. 


Fred A. Schultz is a Past Inter- 
national president of National Office 
Management Association and _ is 
Assistant Secretary of the Unity 


Mutual Life Insurance Company of 
New York with home office in Syra- 
cuse. He is a graduate of Syracuse 
University and has taught in the 
University’s Extension program. In 
1951 he received the NOMA Merit 
Award key and later served as na- 
tional director, regional vice president, 
and national vice president-at-large 
before his election as International 
president. Previous positions held in 
his company include purchasing 
agent and personnel director. He is 
married and has three children. 





Mary Gillespie 


Education 


Mary Gillespie is reappointed as 
the Canadian Associate member of 
the Institute. She is professor and 
head of the secretarial science de- 
partment of the University of Western 
Ontario. Professor Gillespie has 
worked with the NSA chapter in 
London, Ontario, in its organization 
of a study program and was instru- 
mental in arranging for a pilot exami- 
nation in London in the summer of 
1957. She has assisted with the con- 
struction of the Canadian version of 
the examination, which was given in 
London and Montreal in 1959. 


The appointment of two education 
members will be announced in the 
next month’s issue. 
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TEMPERAMENT-TEMPER = 
PERSONALITY 


by Robert W. Smith 


(A portion of the panel discussion on ‘'The Secretarial Equation"’ 
satay at the Fifth Annual Institute for Secretaries. Reprinted 
om Korny Kernels Bulletin, Cornhusker Chapter, Lincoln, Nebr.) 


@ “Getting to know you,” according 
to a popular song, seems to be a 
simple matter of learning a little bit 
about yourselves day by day. All 
too often really critical self-study 
takes place only in times of crisis. 
Unfortunately, during such times, we 
get a distorted picture of our 
strengths and weaknesses, our defi- 
ciencies. For a balanced picture, a 
person must look at herself in rela- 
tively normal situations. 


When faced with the challenge of 
my portion of the “Secretarial Equa- 
tion”: namely, TEMPERAMENT 
minus TEMPER equals PERSON- 
ALITY, I found that perhaps the 
formula is mathematically unsound. 
In mathematics I was taught there 
is only one possible correct and exact 
answer to a given problem. My an- 
alysis of this equation disclosed that 
temperament minus temper equals 
AMENT. Now AMENT can rep- 
resent either a positive or negative 
personality. In this equation, as in 
other algebraic equations, it depends 
entirely on the value given the ele- 
ments of the equation. Look at some 
of the elements and determine what 
values the elements must have. 


Our equation does not equal the 
positive, desirable personality which 
each of you as secretaries, as assist- 
ants to management, must possess, 
if “A” equals Argumentative, Angry, 
Aloof, Affected, Arbitrary, Arrogant. 
For a positive personality, “A” must 
equal Agreeable, Appreciative, 
Abounding, Amiable, Arresting, At- 
tracting. 

Consider the value of the “M” 
factor. Again, if “M’” equals Moody, 
Malicious, Menacing, Mocking, Mor- 
bid or Melancholy, we have a per- 
sonality more qualified to perform 
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a function back in the furthermost 
corner of one of the storerooms. Not 
a personality for the foreground of 
the business, who is more or less re- 
sponsible for the climate of the busi- 
ness. The secretary who is most often 
way forward in the foreground must 
possess “M” qualities such as Ma- 
ture, Masterly, Mild, Moral. 

The “E” values are equally impor- 
tant. “E” must never stand for Ego- 
tistical or Erratic. “E”’ must equal, 
above all, Empathy, the ability to 
appreciate the other person’s feelings 
without becoming so emotionally in- 
volved that judgment is affected. 
“E” might also stand for that con- 
tagious quality, Elation. 

If “N” equals Nervous, Neurotic, 
or Namby Pamby, we have person- 
ality traits of an unsuccessful secre- 
tary. There are two values for the 
“N” power of a top-notch secretary. 
They are NSA Membership and 
Normal. 

The last factor of AMENT is “T.” 
A secretary must never be Touchy, 
Tense, Tiresome, or Talkative. She 
must fit three “T’s” to a “T.” She 
must be Thoughtful, Tactful, and 
Tolerant. 

And there they are, the correct 
values for the elements of the equa- 
tion: Agreeable, Appreciative, 
Abounding, Amiable, Arresting, At- 
tracting, Mature, Masterly, Mild, 
Moral, Empathy, Elation, NSA 
Membership, Normal, Thoughtful, 
Tactful, Tolerant. 

Growth in these qualities does not 
happen by accident or without effort. 
To acquire them, you must set your 
goals in terms of a realistic appraisal 
of yourself, your limitations and your 
potential. 

e e e 
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new Ball Pen 


STENOSTIE- 


The Only Professional Ball Pen For You 


for modern shorthand 
.--especially designed 
for secretaries 


It’s a sheer delight taking 
shorthand with a ball pen 
that feels like writing with a 
feather. Only A.W.FABER 
STENOSTIK has that long, 
tapered exclusively- designed 
finger grip that lets you take 
shorthand for hours without 
fatigue. Its full, pen-length 
blue ink cartridge outwears 
7—yes 7— lead pencils. 


If you like writing with 
a non-skip, non-slip ball pen 
that gives you clean, clear 
notes and allows you to con- 
centrate on the voice of the 
dictator instead of worrying 
about the notes — then rush 
right out and get a few 
STENOSTIks. If your local 
Stationer doesn’t yet stock 
STENOSTIK, send us his name 
and we'll see that you are 
supplied. Priced at 39¢, or 
less in a box of 3—the eco- 
nomical way to buy. 


Design Pat. Pend. 
U. S. Pat. Off. 


A.W.FABER- CASTELL 
PENCIL CO., INC. NEWARK 3, N. J. 
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@ One hears often of NSA activity, 
but in the Quaker City Chapter, Phil- 
adelphia, Pennsylvania, is the epit- 
ome of NSA activity in a member 
who is active. That’s Augusta V. 
“Buddy” Hurst, who has translated 
her belief in NSA into action. 


Her motto — “Every day a new 
day with challenges to meet and de- 
cisions to make.” 


Capable, calm, and direct, Buddy 
clips away all frills, goes straight to 
the heart of a matter, then acts upon 
it. 

Starting as chapter president in 
1949, she has run the gamut (and at 
a good fast clip, too) of chapter offi- 
cers and chairmanships, winding up 
this past year, quite typically, by 
revamping her chapter bulletin and 
editing it as a well-organized, inform- 
ative newsletter. No frills. 

As Pennsylvania State Advisor in 
1953, Buddy found greater oppor- 
tunity to practice her belief in NSA, 
draw from her activities, and build 
up a wealth of NSA background. 


As she affirmed in connection with 
state organization: “It costs nothing 
to dream.” Her dream was of suc- 
cess, the accomplishment of a defi- 
nite objective. Success achieved, 
Buddy counseled the sharing of it, 
with no pettiness. Then she under- 
lined her belief in service as a means 
of achieving our professional stature 
by quoting Lord Halifax: “Service is 
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the rent we pay for our room on 
earth.” 

Buddy’s ability to advise with the 
clear-cut decision proved of value 
during the ensuing years when she 
served with distinction on Associa- 
tion Nominating, Platform, and 
Rules & Bylaws Committees. 

She stood before many groups and 
many meetings during this period, 
expounding NSA as it has been, is, 
and should be. Poised and informed, 
she has been responsible for the 
smoother operation of whatever com- 
mittee or part of NSA for which she 
set forth her objective plans. 

From her many talks at this time 
grew one of Buddy’s most outstand- 
ing and lasting achievements —a 
well-ordered compilation of her ex- 
planations and instructions on NSA. 





The speeches have been duplicated 
and bound into an attractive volume, 
together with a few talks on perti- 
nent subjects by competent authori- 
ties. 


The topics cover the structure and 
chronology of NSA; the three levels 
of NSA; a chairman’s responsibility 
to a meeting (including the sugges- 
tion that the membership owes the 
chairman promptness, attention, and 
participation in the meeting) ; parlia- 
mentary procedure; the functions of 
committees; and the qualifications 
and duties of officers. 


In connection with the duties of 
officers, Buddy urges accepting the 
responsibility when offered, as “you 
will be helping to solve problems of 
human relations — the greatest task 
woman has been given to do.” 


Speaking on public relations, she 
advises succinctly, “Don’t communi- 
cate just with yourself.” 


Commenting in her final article on 
our International Board of Directors, 
Buddy urged that it continue its 
good policy of “furnishing enough 
information of a calibre needed to 
keep NSA in its present professional 
position.” 

“As to my job,” Buddy says, “I 
live, eat, and sleep it. I am a 100 
per cent Selas secretary; but that is 
because the work is so interesting, 
exacting, and challenging. Buddy’s 
firm, Selas Corporation of America, 
came to this country from Germany 
about 50 years ago. Its business was 
improved gas lighting—that’s where 
the name originated. Selas is the 
Greek word for bright light. Over 


Augusta V. “Buddy” 
Hurst, the 100 per cent 
Selas secretary, confers 
with President Frederic 
O. Hess, Selas Corpora- 
tion of America at the 
offices in Dresher, 
Pennsylvania. 


the years the corporation has pro- 
gressed with the times, and today is 
an organization of processing engi- 
neers devoted to the development, 
design, and construction of heat and 
fluid processing equipment. It is a 
dedicated company, and one into 
which a dedicated soul, such as 
Buddy, fits perfectly. 


There is much that could be said 
of Buddy Hurst, but perhaps she 
could best be summed up in her own 
words: “Some of us do not have the 
time or energy to do a great deal of 
work, but within each of us there is 
the ability to help make the highest 
goals of NSA a reality.” And within 
Buddy the ability has been great. 
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@ Ten thousand killers, presently at 
liberty, deceptively normal in ap- 
pearance and speech, will, during the 
next 12 months, take the lives of over 
32,000 Americans of all ages. 

Police and the FBI are powerless 
to cope with these slayers. Our 
armed forces couldn’t help, even if 
called into action. Indeed, the 
assassins themselves don’t know 
what they’ll do. They don’t know 
whom they’ll kill . . . or when . 
or where. 

Who are they? Someone you know 
may be one of them. They’re all 
motorists—and pretty good drivers, 
too. Whom will they slay? Strangers. 
Friends. Even their own families. 
Why? Because at this moment—even 
if they’re reading this article—they 
don’t know that tomorrow’s burst of 
extra speed .. . or next week’s deci- 
sion to teach that “wise guy” on the 
road a good lesson .. . or last month’s 
failure to have the car properly serv- 
iced . . . will result in death. 

According to the National Safety 
Council, the great bulk of the 32,000 
fatalities and 348,000 injuries on the 
road each year are avoidable. 

What can you do to avoid being 
the one driver in 382 who’ll be in- 
volved in an accident this year? For 
the answers we checked with the 
leading insurance companies, Na- 
tional Safety Council, American 
Automobile Association, and safety 
experts at prominent tire and petro- 
leum companies (names on request). 
Based on their comments and sug- 
gestions, here’s an eight-point pro- 
gram to keep you out of the killer 
category. 

(1) Be sure you're physically fit 
to drive. If you don’t feel well, don’t 
get behind the wheel. A _ simple 
headache, for example, can upset 
your judgment, interfere with “road- 
attention.” If you ought to wear 
glasses, wear them—and be sure they 
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meet your current needs. Even if 
you don’t require them, you should 
visit an optometrist once a year— 
just to play safe. So simple an ail- 
ment as an upset stomach can make 
you take chances you ordinarily 
would avoid. If you are suddenly 
taken ill while driving, pull over to 
the side of the road—or a drive-in— 
until you feel better. A cup of coffee 
and a few minutes of relaxation may 
snap you out of it. 

(2) Be prepared mentally to 
drive. This means: shrug off worries 
before you release the brake; con- 
sciously avoid taking out your ag- 
gressions on the road; recognize the 
fact that you are driving a potentially 
lethal weapon; and stay alert—for 
children crossing streets, unexpected 
side-road traffic, speedsters. 

(3) Know your car. Automobiles, 
like people, have their peculiarities. 
And as a car becomes older, these 
individual traits are exaggerated. 
Whether it’s your own, a friend’s or 
a rented vehicle, be certain you know 
such vital facts as: the size of its 
turning circle, where its “blind spots” 
are, just how quickly it can accele- 
rate—and decelerate—in an emer- 
gency, how much pressure on the 
brake it takes to halt it. Some pre- 
liminary tests before a long trip 
could save your life. 

(4) Be sure your car is in top con- 
dition. This means checking the 
brakes, battery, fan belt, windshield 
wipers, wheel alignment, lights, horn 
and rear vision mirror. Use well- 
mated tires with good tread. If you 
need new tires, those with rayon tire 
cord are your best buy. Rayon is 
the only cord that grows stronger as 
tire heat builds up. Be sure tire 
pressure is up to snuff. Find your- 
self a reliable mechanic and stick 
with him—he’ll get to know your car 
in the same way a physician gets to 
know his patients. 


KILLERS AT LARGE 


(5) Learn the fundamentals of 
turnpike or freeway driving. Our 
highways are being built so well that 
they have begun to outpace man’s 
ability to adapt to new circum- 
stances. Some facts to bear in mind: 
don’t be lulled by the broad, smooth 
road ahead—you can still smash into 
the rear of a slower-moving truck or 
be side-swiped by some driver out to 
pass you. Beware of “highway 
hypnosis” — that deadly mesmerism 
that can sneak up on anyone through 
the sheer monotony of straight, un- 
interrupted road. To avoid it, glance 
occasionally — and quickly — to the 
side, move from lane to lane and take 
frequent breaks— every 50 or 100 
miles. 

(6) Master the fundamentals of 
night driving. If you drive at night 
frequently, buy a good pair of special 
night driving glasses — they reduce 
the glare of oncoming headlights. 
Never wear sun glasses —- they can 
substantially reduce your judgment 
after sundown. If you aren’t wearing 
night glasses, the best way to face 
lights is to look straight ahead. Con- 
trary to general belief, it is unsafe to 
look at the right, for drivers tend to 
steer in the direction they are look- 
ing. Finally, most experts endorse 
the practice of sticking “glowing 
tape” on the rear bumpers of cars— 
it’s a tip to other drivers who may 
pass your parked car at night. 

(7) Learn to handle your car in — 
bad weather. The basic rule for rid- 
ing out a skid is to steer in the direc- 
tion of the skid and keep off the 
brake. You should use chains on 
snow or—if you live in the northern 
states—invest in snow tires. For 
safety’s sake, keep a couple of bags 
of sand in your trunk and an ice- 
scraper in your glove compartment. 

(8) Don’t speed. Don’t speed, 
don’t speed. 
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Pretty Carol Christensen finds 
bowling healthful and relaxing fun. 


@ For decades women dreamt up ex- 
cuses for not being athletic. Then 
one day they discovered bowling. 

It didn’t take them long to realize 
here was a sport in which they could 
participate on equal terms with men. 
They could play on the same lanes, 
use the same type of ball, score the 
same way. 

In fact, they could even beat the 
men at their own game. Possibly it’s 
the fact they can spend more time 
at it, or have greater patience, but 
the truth is many women bowlers 
learn the game faster, develop better 
form, end up with higher averages 
than men. 

Women bowlers used to fret about 
not being strong enough for the game 
—till they found out that they com- 
pensate for lack of physical prowess 
with a more natural style and a 
superior sense of timing. 
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LADIES 


“Sure, men have more muscle,” 
says Sylvia Wene, the 1955 Woman 
Bowler of the Year, “but the ladies 
have better rhythm and grace—the 
prime requisites for good bowling.” 
Petite Sylvia— only four feet, 11 
inches tall—proves her point with an 
amazing 206 average for the last 
three years! Not one male bowler in 
a hundred can equal that. 

Other women bowlers over the 
years have shown that women can 
match—and even beat—their male 
counterparts. Bowling fans still talk 
about Mrs. Flora D. McCutcheon, a 
Pueblo, Colorado, housewife who 
took up bowling because she heard 
it was a good way to reduce. 

That was in 1925. Two years later 
she challenged Jimmy Smith, one of 
the early all-time greats, to a three- 
game match. He consented with a 
smile. Imagine his chagrin when he 
went down to defeat at the hands of 


HIT THE LANES 


by George Sullivan 


the little lady, 704 to 686 in three 
games. 


Performances of the female 
champs have given lots of men in- 
feriority complexes—at bowling, any- 
way. Men who used to jeer at the 
sometimes awkward first attempts of 
burgeoning bowlerettes have learned 
respect for the ladies — especially 
when stars like Marion Ladewig, 
Sylvia Wene, Angela Mica and 
Marie Clemenson began to rack up 
impressive records. 


Marion Ladewig — probably the 
greatest woman bowler of all time— 
averaged a sizzling 211 in the final 
382 games of the 1951 individual 
match-game championships—two 
pins higher than the average of the 
winner in the men’s division of the 
same tournament. 


Marie Clemenson’s three game 
singles total of 712— a record set 
back in 1934—ranks with the best of 
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the male pro’s performances. Angela 
Mica’s roaring 787 is the all-time 
high women’s score in league and 
tournament competition...not many 
men, pros or amateurs, can boast of 
that kind of score. 

Today some six million women 
bowl, according to conservative esti- 
mates of the Woman’s International 
Bowling Congress. The WIBC was 
organized in 1916 and its first tour- 
nament, held in 1917, saw eight 
teams competing for the prizes. 
Forty years later, 1957, 3,093 female 
teams vied for honors. The member- 
ship in the WIBC is now over one 
million certified bowlers. 

The sport of bowling has under- 
gone great changes in those 40 





BOWLING TIPS 


This army of women bowlers is 
growing day by day. As more women 
swell its ranks, they are learning it 
is easy to get started in the sport. 
Grip, stance, delivery—all can be 
mastered with practice. Yes, it's real 
easy to learn, and fun too. 

A few helpful hints can speed the 
fledgling along the way. First—start 
with a comfortably light ball, but as 
soon as you perfect your delivery 
shift to a ball that weighs not less 
than thirteen and one-half. 

Make the most of your natural rhy- 
thm and timing, and bend the left 
knee deeply on the slide to the foul 
line. 

Concentrate on a four-step deliv- 
ery. Remember to swing the ball in a 
full pendulum motion so it is released 
in front of the sliding foot. Follow 
through fully till the hand is at eye 
level. 

After a while, try to develop a 
“hook" and increase your speed with 
a fuller “"pushaway"—pushing the ball 
outward and slightly downward from 
the body as you make your first step. 

Since women's arms have a natural 
tendency to turn out, work on a 
freer, straighter swing. 





years; not a few due to the arrival of 
the ladies on the bowling scene. Be- 
fore their appearance on the lanes, 
bowling was considered “out-of- 
bounds” for fussy people. Bowling 
centers were “hangouts”—or so it 
was said—and “nice” people stayed 
away. 

Then the ladies hit the lanes, and 
things changed. Our advancing tech- 
nology gave Mom the gadgets to 
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Six million women are active bowlers in the United States today. /,°,/. 
Here a ‘'bowlerette'' shows near-perfect form. 


speed up her housework and give her 
more time for recreation. When she 
discovered bowling was an exciting 
pastime, she took the family along 
with her. The trend demanded some 
major revamping of the entire bowl- 
ing picture. 

Realizing this, bowling center de- 
signers and equipment manufac- 
turers gave the whole sport a second 
look. 

First they changed the tone and 
decor of the centers to make them 
more inviting to family groups. New 
buildings were erected and old ones 
remodeled. Exteriors and interiors 
were dressed up with color. Interior 
design was streamlined. 


Then the game itself was speeded 
up with the introduction of the auto- 
matic pinspotter—a device that sets 
pins, returns the ball and accom- 
plishes all pit services previously 
done by hand. Other innovations— 
the underlane ball return, automatic 
foul detector, the pindicator signal- 
ing unit, and electric hand dryer 
followed. 

To keep the family well fed — 
while giving the lady of the house a 
night off from her cooking chores— 
the new bowling centers added ex- 
cellent restaurants and snack bars. 
Some have even come up with nur- 
series to make daytime bowling care- 
free for busy mothers. 


In a few short years, the bowling 
center was transformed from smoke- 
filled saloon annex to a sort of 
family-circle meeting place. Bowling 
as a sport trickled down to teenagers 
and even sub-teenagers. And no one 
minded. 


And all because an army of women 
have taken on or, as a few soured 
males have been heard to say, “taken 
over” the sport. 


What will the game do for a wom- 
an who takes it up? Sylvia Wene 
sums it up: 

“You add friends, take off weight, 
and it hardly costs anything.” Best 
way to start, says Sylvia, is to join 
a league at your nearest bowling 
center. 

The ladies’ invasion of what was 
once solely a male domain has pro- 
duced some interesting reactions 
among the men. Some were annoyed 
by the competition, others jeered the 
upgrading of manners required by 
the presence of the fair sex. But most 
have welcomed the women to the 
lanes. 

As one old-timer put it, “I bowled 
for 28 years before I ever saw a 
woman in a bowling center—the way 
I see it now, it used to get pretty dull 
just looking at the pins.” 
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@ I would like to talk to you about 
adding a color to your rainbow. What 
it will cost you, what it will be worth 
to you. It is the invisible arch of 
individuality—of freedom. 


We usually think of freedom in 
terms political. The powers of the 
state over the citizen. But it is more 
than that. Freedom is the state of 
being free or unincumbered to the 
lexicographer. It is the privilege to 
do as your own conscience dictates 
to the individual. 


Now, of course, no one is, or ever 
has been, completely free. We asso- 
ciate ourselves with other people be- 
cause we must to survive. And the 
price of the benefits of a society of 
people is some freedom of action 
taken from the individual. Thus, it 
has been said, everyone’s freedom 
stops at the next person’s feet. Or, 
put another way, our individual free- 
dom must not trespass on the legiti- 
mate rights of others, for freedom is 
not license. 


But within that legitimate scope, 
where each person has freedom of 
action in a free country we can do 
much to enrich our life, enlarge our 
interests, add meaning to our own 
existence and pleasure to the lives of 
others. And of great importance, we 
can pass on to those who follow us 
the opportunities of freedom. 

Conformity is usually dull, monot- 
onous and uninteresting. In military 
service, most of us were forever grip- 
ing about that form of forced con- 
formity. We recognized to some ex- 
tent at least the necessity for it to 
make us effective to our national pur- 
pose. But we impose upon each other 
and ourselves rules of conformity in 
everyday life without any saving 
purpose. 
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Nowadays, we start out in school 
with more concern for and emphasis 
on uniformity — fitting in with the 
rest of the herd — than on anything 
else. There is a dangerous and grow- 
ing tendency to look with distrust 
and suspicion at anything or anyone 
different. The machine age and mass 
production have brought us many 
conveniences, but an _ unfortunate 
side product is the pressure and con- 
ditioning to be just like some stand- 
ard or model — to look like the lady 
in the fashion ad, to have a car like 
Mr. Jones, to have a one-story house 
because everyone else does; to look 
like a secretary because you are one 
—to talk like a lawyer because I am 
one, if you will. 


There is an increasing uniformity 
of outlook among Americans — a 
leaning toward a_trade-association 
assembly line standard of uniform 
attitudes on every subject from 
motherhood to politics. 


I think that individuality is really 
the breath of the soul itself. It is 
what makes each of you a person in- 
stead of just a secretary. It is what 
makes me Nat Bullard instead of 
just a lawyer. If we stagnate our 
individuality by frustrating every 
urge to think or say or do something 
different, and force ourselves to 
think, say or do only that which is 
safe and accepted, we will one day 
become incapable of original thought 
or action. 


I assure you I do not advocate 
abandoning all standards of thought 
or behavior. In our civilized develop- 
ment there are certain immutable 
truths of conduct; the basic rules 
evolved five or six thousand years 
ago. They are recorded in the Bible, 
Exodus 20. With all our so-called 





Coyne SP peech before Mississippi 
M ig. at Vicksburg, Miss. 


progress in some ways, we have been 
unable to improve on the Ten Com- 
mandments. The basic reasonable 
conduct bred into hundreds of gener- 
ations of mankind was well summed 
up by Shakespeare’s Polonious when 
he said: “This above all, unto thine 
own self be true. And it follows, as 
the night the day that thou shalt 
not then be false to any man.” 


We can easily and naturally re- 
main within these bounds without 
in a real sense restricting our indi- 
viduality. 


But if we have neither the courage 
to question petty rules of conformity, 
or the imagination to broaden our 
horizons of activity and experience, 
we reduce ourselves to existence in 
a gray and shadowed world. We set 
up petty arbiters of conduct, then 
live in fear of their judgments, and 
are still afraid to oppose them. The 
terrible thing is that finally, our 
timid and unquestioning acceptance 
of uniformity destroys not only the 
will to be free, but even the right to 
be free. As individuals, we lose a 
bit of our own freedom every time 
we criticize another person who at- 
tempts something different or tries 
something new. 


In the final analysis, a nation is 
like its people. Have you ever stop- 
ped to think we would be subjects 
of the Queen of England if George 
Washington, Patrick Henry, Benja- 
min Franklin, John Adams, Thomas 
Jefferson, and their compatriots had 
not had the courage to be different? 
They were actually a rather small 
minority in the beginning. Their 
views — revolt — were repugnant to 
their fellow colonials. Their aims — 
freedom — were treason to their rul- 
ers. Their courage gave us a reser- 


THE SECRETARY—Axgust, 1959 





voir of freedom, but it is not an in- 
exhaustible one. Their imagination 
gave birth to a nation founded on a 
whole new concept—the dignity and 
worth of the individual man, but that 
concept can be lost from disuse. 
Their energy gave us this broad and 
fruitful land. What would they be, 
in our minds today, had they failed? 
Would they be infamous traitors to 
their crown and country? 


Faith in the free mind was the 
great hopeful and imaginative idea 
of our Founding Fathers. Today, in 
many quarters, that idea is under at- 
tack by those who would have us 
trade it for “peace” and “security,” 
and those other terms of delusion 
and folly. The concept of a free in- 
tellectual community is menaced by 
those who fear change more than 
they love freedom; who prefer se- 
curity to the heady risk of opportu- 
nity without a government subsidy. 

We must foster belief in the value 
of freedom of thought, word and ac- 
tion. And, if we value them, we must 
be willing to follow wherever they 
may lead us. If we insist on conclu- 
sions in conformity with preconceived 
standards before the search is 
started, we play the game of freedom 
with marked cards. It is an unfor- 
tunate human trait to establish nice, 
orderly rules for everything. It re- 
lieves uncertainty. We know what 
is expected of us. But when a situ- 
ation occurs not covered by a pre- 
vious rule we come unglued. And 
pretty soon the rules become more 
important than anything else, our 
purpose is lost and we are no longer 
free. 

It is well said that to define free- 
dom is to destroy it. But this much 
I know. Each of us is only as free 
as he is strong. A faint heart is easy 
prey to the planner and the tyrant. 

A nation is free only if it is strong. 
It is strong only if it has faith in 
its ideals and the courage to strive 
to achieve them, to reject the easy 
way of least resistance no matter 
how attractive it might be made to 
appear. 

This country has thrice paid a 
terrible price for freedom in the last 
50 years. We could have saved mil- 
lions of lives, we could have saved 
billions of dollars had we taken the 
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easy way. Besides saving all the 
blood and treasure we then lavished, 
we could have prevented the heart- 
break of many left alive—perhaps 
some of you. We could have spared 
this country months of fear and 
gloom when things were not going 
well for our armies or navies. 

We could have avoided all this 
suffering and uncertainty simply by 
shrinking from the strife. And if we 
had thus avoided it, we would have 
shown that we were weaklings, and 
we would now be in chains and slav- 
ery. 

This country is the stronger for its 
struggles, and stands as a giant 
among nations, a monument to the 
ideal of freedom and the courage of 
its citizens. 

We will lose our free society, not 
to an enemy invader, but to default, 
if we forget it is based on free com- 
petition, and the most important 
competition is in ideas. This com- 
petition is essential to preservation 
of a free country. And this freedom 
must extend, not simply to ideas we 
like, but must include those we hate. 
We must give all an equal opportu- 
nity to compete in the market place 
for men’s minds. We cannot, by re- 
straining those we do not agree with, 
hope to win them to our cause. And 
the very force we apply to them can 
someday be forged into shackles to 
bind us. 

I cannot tell you how to be free, 
but I can tell you that if you have 
the imagination to think for your- 
self, and the courage to act upon 
your thoughts and the self restraint 
to accord others the same privilege, 
you will increase your strength and 
vigor and broaden your horizons — 
you will add that arch of freedom 
to your rainbow. For our progress 
in this life is measured, like Pilgrim’s 
Progress, not in how far we walk, 
but in how near we reach the goal. 

A philosopher once wrote, “You 
can compute human values with 
care, duty and devotion and get a 
different total every time.” 

If you have the individuality and 
the courage, the high adventures of 
this strange and wonderful world are 
yours to capture and enjoy each day 
of your life—as a free individual. 


* e > 





CPS- 


Who Needs If? 


by Lee Swift 
New York City Chapter 


@ All secretaries — the short and 
tall ones, the pretty and plain ones, 
the young and the not-so-young 
ones. In this era of ever increasing 
competition, specialization and auto- 
mation, all secretaries need CPS. 

If you are of “more tender years” 
and your most immediate goals are 
husband and home, do not neglect 
to attain certification before you re- 
tire to that vine-covered cottage. 
Then, in a few years, when your 
progeny are in school and time be- 
gins to hang heavy on your hands, 
you will have an open sesame for 
getting back into the nine-to-five 
world near the top of the heap. 

If you are an older woman who 
is competing with the sweet young 
things, you too should sit for CPS. 
Oh sure, you say, but do my experi- 
ence and years of seniority with the 
John Doe Company count for noth- 
ing? Yes, they do count, but in these 
times of reorganizations and mer- 
gers one never knows when she will 
be forced to compete for a position 
in a reorganized amalgamation or 
seek employment with another firm. 

Therefore, it is vital for both 
young and mature secretaries to ob- 
tain CPS status. It will identify 
you to management anywhere as a 
superior secretary, and one who has, 
in addition to the ordinary skills, 
more than a casual knowledge of the 
basic principles of business law, ac- 
counting, human relations, super- 
vision, and administration. In other 
words, a CPS has concrete proof 
that she is more than the garden- 
variety secretary. 

Start on the road towards certifi- 
cation today! 
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(Above) Los Angeles Chapter members 
used a “This is Your Life” theme for intro- 
ducing their Boss of the Year at the chap- 
ter’s Executives Night Banquet. Shown here 
are (left to right) Lila Charleston, mistress 
of ceremonies; Audrey Halbig, chapter pres- 
ident; Lois Burson, secretary to Mr. Ottoson; 
Paul S. Ottoson, Attorney, Signal Oil and 
Gas Company, Boss of the Year; Sherry 
Ottoson, his daughter; Ida Ottoson, his wife; 
Adele Dal Ziel, his sister; Rollin McNitt, 
Dean Emeritus of Southwestern University; 
Orris Hedges, long-time friend; Mrs. Roberta 
Mudd, former secretary to Mr. Ottoson. 








(Above) Mrs. John R. Price, chairman of 
Pagoda Chapter civic committee, center, pre- 
sents folding chairs to Golden Age Club #1; 
of Reading, Pennsylvania. Left to right, 
Charles Haigh, president of the club; Mrs. 
Irene Gerber, a worker; Mrs. Price; Mrs. 
Margaret Good, a member of the club; and 
Betty J. Fisher, president of Pagoda Chapter. 


(Above) Mrs. Edna Kendall, right, Illinois Division President, talks to secretaries at- 
tending a secretarial workshop at Southern Illinois University. From left are: Evelyn 
Chenowith, Springfield; Margaret Wieties, Springfield; Valada Smith, Murphysboro; 
Norma Smith, Peoria; Marie Robinson, Decatur, Division Vice President; Christina 
Beach, Herrin, Carbondale Chapter Vice President; Genevieve Farner, Carbondale Chap- 
ter President; Ruth Conley, Decatur Chapter President; Wilma Wright, Decatur. 


(Left) Mrs. Marjory Higham was hon- 
ored as the “Secretary of the Year,” by 
members of the Detroit Transcript 
Chapter (Michigan). Mrs. Higham is 
Assistant Director of Training at the 
National Bank of Detroit and secretary 
to Arthur Greiner, Asst. Vice President. 





(Right) Florian L. Fransway, La Crosse, Wisconsin, 
district manager of Wadhams Division of Socony 
Mobil Oil Company, was selected “King of the Year” 
and was crowned by his secretary, Lorena Carr, Cor- 
responding Secretary of the Wisconsin Division. 


(Right) Pasadena Chapter (California) member Mrs. Joanne 
Miller recently was asked by The Aerojet-General Corporation to 
speak before the women office employees at an “in-plant” training 
program. Here she is shown with Darrell Thompson, of Personnel 
Development, seated at desk, and Dave Darvin, Manager of Indus- 
trial Relations Section. During an all-day session, Joanne covered 
office procedures, protocol, telephone techniques, make-up and 
dress for the office, poise — in other words, RX for Business 
Success. A subsidiary of the General Tire and Rubber Company, 
Aerojet is one of America’s principal rocket manufacturers with 
the Armed Forces, and employs 848 women in the Azusa offices. 


(Left) Secretaries of the Hawthorn Chapter, 
Springfield, Missouri, brush up on Business 
Law one night each week. Local attorney 
and professor, Erving Schwab thrills the 23 
enrolled members each week with his vast 
knowledge in this most interesting field. 
Pictured with Mr. Schwab are the officers 
of the chapter, left to right, Wilma Tolbert, 
Vice President; Marion George, Secretary; 
Edna Kennon, Treasurer; and Edna Wilson, 
President. Miss Tolbert is also secretary to 
“Professor” Schwab. 


(Left) Members of Algonquin Chapter, Cumberland, Maryland, are 
shown at Cancer Society headquarters as they assisted bank tellers 
and other volunteers to count and wrap the money collected in the 
house to house canvass recently. Left to right (seated) are Dorothy 
Campbell, Chapter President; Anna McGraw; Sandra Roeder; Mrs. 
Kitty Pafel Wilson; Mrs. Reba Whitehair; Rose Marie Linder; and 
Mrs. Ann Cirillo. Watching are volunteer collectors: Mrs. Ray Blose, 
Helen Mary Mayo, Mrs. Ralph Thuss and Mrs. Charles Graigan. 


























Four Tests for Writing 
Good Business Letters 
A highly respected author in the 
field of business communication re- 
cently wrote: 


The difference between failure and 
success in managing business affairs 
is often the difference between send- 
ing an ordinary letter and a really 
good one. 


But how does one tell the differ- 
ence between an ordinary letter and 
a good one, you may ask? 

And to answer this question, it 
might prove profitable to run through 
the four tests of a good business let- 
ter. 


Test No. 1—Goodwill 


Most business people define good- 
will as “the disposition of customers 
to return to the place where they’ve 
been treated well.” The dictionary, 
however, adds such friendly positive 
words as kindly feeling, benevolence, 
cheerful comment, heartiness and 
cordiality. A business letter helps to 
produce that positive disposition in 
the reader of a letter by developing 
his friendly, confident feeling toward 
the firm and the writer representing 
it. 


What can one use to win this read- 
er’s friendliness and confidence? 


First, the proper tone— 
In making a conscious effort to 
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control the tone of the letter, the 
writer seeks an (a) acceptable bal- 
ance of personalities—an attitude of 
mutual respect! 


You’ll need to subordinate your 
own wishes, reactions, and opinions, 
but the suggestion, “Make it BIG 
YOU and little me,” can be over- 
done. Anything you say that looks 
up or down on the reader will throw 
the relationship off balance. 


Sonie Destroyers 
of Acceptable Balance 


1. Undue humility — usually back- 
fires because it is insincere. 


2. Too much flattery — is another 
reason why readers question the 
sincerity or integrity of some 
writers. 


“Your meteor-like rise in the field 

of auditing, Mr. Bowan, makes 

you a qualified expert to....” 

3. Condescension — is evidence al- 
ways that the writer considers 
himself superior to his reader and 
maybe does not even respect him. 


4. Bragginess — is another undesir- 
able extension of the writer’s ego. 


“You were unfortunately a vic- 
tim of routine made necessary by 
the vastness of an institution so 
well operated as the university of 
Illinois.” 

(b) Courtesy— 


I don’t suppose I have to define 


Part Two in a Series of Four 


by William J. Lord, Jr. 


University of Illinois 


(Before a workshop of 


Champaign-Urbana Chapter) 


courtesy for you as part of the right 
tone in a business letter, but I do 
want to mention some destroyers of 
it, too. 

1. Anger— 

“What’s going on in that office 
of yours? Just what are you birds 
up to?” 

2. Accusations or Implications— 

“You claim we .. .” 


3. Sarcasm— 
“Congratulations on your mag- 
nificent showing! 
“We're only $50,000 short this 
week.” 
“How do you do it?” 


4. Curtness— 
“Thanking you for your inter- 
est, we are,” 


5. Stereotyped language— 

“We have your favor of the 
nineteenth and in reply beg to 
state that the interest on the bond 
is now $361.66.” 

“We trust this is the informa- 
tion you desired, and if there is 
any other way we can oblige, 
please do not hesitate to call 
upon us.” 

Well, I could go on and on with 
these examples, but I must hasten to 
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the last element of good tone in the 
business letter—that of 


(c) Sincerity— 

Gushiness, exaggeration and un- 
due familiarity are destroyers of a 
sincere tone. 

“We are extremely happy to place 

your name on our list a highly val- 

ued friends of the university, and we 
sincerely want you to know that we 
have hundreds of loyal faculty and 


staff all very eager and anxious to 
serve you.’ 


The second element creating good- 
will is the service attitude: most ap- 
plicable in a business where the 
writer truly seeks to show the reader 
the company’s interest extends be- 
yond making a profit. Certainly, 
your letters should always show your 
own concern in being helpful to the 
reader. 


Test No. 2—Salesmanship 
A. Planned Presentation— 
A-type or “good news” and “rou- 
tine” letters. 
B-type or “bad news’”’ letters. 
C-type or “selling” letters. 


B. The You-Viewpoint— 

By the central theme and wording 
of your letter you show you are 
thinking of your reader—no one is 
as important to the reader as him- 
self—and his welfare as you write. 

The you-viewpoint requires imag- 
ination: The old story of the village 
half-wit’s answer to how he found 
the mule is apt. (“Why, I just 
thought, if I was a mule, where 
would I go?) The ability to visual- 
ize the reader’s desires, circum- 
stances, and probable reactions and 
write in those terms is the answer. 


C. Adaptation — language, common 
experiences, personalization. 


D. Positive statements versus nega- 
tive ones. 


E. Confidence in your own ability. 


Test No. 3—Style 


To be effective, your letter style 
should be interesting enough to read, 
clear enough to be understood, and 
inconspicuous. 


Write Interesting Letters 


1. Depend mainly on content. 
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2. Put the emphasis where it be- 
longs. 

3. Write concisely, but 
pletely. 

4. Write naturally to avoid trite- 
ness and pomposity. 

5. Write vividly to avoid indefin- 
iteness. 


Write Clear Letters 


1. Easy to read. 
2. Well planned for unity, coner- 
ence, and emphasis. 


com- 


Test No. 4—Appearance 

The appearance of an individual- 
ized letter, as well as the style, is like 
the appearance of a person: The less 
it attracts attention to itself, the bet- 
ter! 

A well-typed letter, pleasantly 
picture-framed by white space on a 
good quality stationery invites read- 
ing, and favorably impresses the 
reader from the start. 

If you write good business letters, 
you can nod agreement then to the 
following statements: 

1. Your letters reflect basic good 

will! 

2. Your letters follow good sales 
principles. 

3. The style of your letters is in- 
teresting, clear, and inconspic- 
uous! 

4. The appearance of your letters 
is pleasant and unobstrusive! 


I think you and any other letter 
writer should apply these four tests 
in that order because— 

—your letter may establish an initial 
favorable impression because its 
appearance is pleasant and un- 
obtrusive yet fail completely be- 
cause its language is dull, vague, 
inaccurate, difficult to follow, un- 
natural, or full of errors; 

—its appearance may be good and 
it may be written in natural, clear 
style, yet fail because it does not 
stress benefits to the reader (that 
is, it does not follow proved sales 
techniques) ; 

—-even with good looks, appropriate 
style, and salesmanlike presenta- 
tion, your letter can fail if it re- 
flects poor tone and/or fails to re- 
flect a desire to be of service to the 
reader; 

—with all four desirable qualities— 





good will, sales principles, good 

style, and good looks-—it will ac- 

complish its purpose. 

Most good bosses want their sec- 
retaries to point out obvious errors, 
or to correct mistakes as they type 
the letters. Sometimes, however, the 
changes made in the typing are not 
obvious mistakes. And it is these 
changes—or lack of them—that be- 
come the source of irritation and of 
heated words on the boss’ part. I 
know there are some men who insist 
on being consulted for every change. 
You have to be aware of this and 
respect their wishes, of course. Such 
statements as these illustrate those 
errors: 


We don’t use machinery to tear 
won laundry. We do it gently by 
an 


From a program chairman to an 
after-dinner speaker: 


I'll be looking forward to meeting 
you at 5:30 on April 12 for our ban- 
quet in the lobby of the Hilton. 

We have missed you recently and 
have been wondering why. 


Do you know what you type when 
you transcribe? One of my hardest 
jobs in training secretaries was to get 
them to understana what they typed 
— that is, as against just copying 
words — so they could recognize ob- 
vious errors. 

Two rules I employed, which I 
hope you use, too: 

1) Reread your shorthand notes or 
listen to the dictabelt playback 
completely through before you 
transcribe — you'll catch errors 
this way, and it certainly can be 
a timesaver. 

2) Ask yourself this question: “Is 
everything said in the letter clear 
to me?” 

You are as close to the complete 
situation as anyone—you read the 
letters coming in, and you type the 
answers going out. If the answer 
dictated leaves you with fuzzy think- 
ing, you can imagine what the read- 
er’s reaction may be. 

The you-attitude, as I’ve already 
mentioned, means taking the reader’s 
point of view and making it your 
own when you write. So that what- 
ever you say pleases the reader and 
makes him feel important. 


(Continued in September) 
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a > College 


The April meeting of the CHAR- 
LOTTE CHAPTER (North Caro- 
lina) was held at King’s College 
where members were treated to a 
tour of their new facilities. Former 
recipients of the chapter scholarships 
to the college were special guests 
and were invited to speak briefly 
telling what receiving the scholarship 
had meant to them. 


Sun thorn Arecent—Impromptu ! 


OLD DOMINION CHAPTER, 
Richmond, Virginia, had a_ novel 
(and we are sure a very interesting) 
program. Upon arriving at the chap- 
ter meeting, each member and guest 
was given a number and told only 
that it would be important later 
in the evening. At the appointed 
time, Dot Childress, Program Chair- 
man, picked four numbers, and the 
“lucky” persons were called upon 
to give a two-minute, impromptu 
talk on their field in the business 
world. 


Finland 


BERKELEY CHAPTER  (Cali- 
fornia) has secured clearance on 
establishing a chapter in Finland and 
the chapter bulletins contain interest- 
ing reports on the activities in this 
connection. 


Membership 


INDIAN PAINT BRUSH CHAP- 
TER, Cheyenne, Wyoming, received 
the award for 34 per cent increase 
in membership at the Wyoming 
Division Meeting. 


R. olary Invi tes 


A better awareness of NSA’s place 
in community affairs was created by 
three members of BINGHAMTON 
GHAPTER, New York, at a lunch- 
eon meeting of the Johnson City 
Rotary Club. Invited as_ guest 
speakers, Clare Carey, Penny Pen- 
derf and Florence Heath told of 
NSA’s origin, their local chapter 
goals, and a meaning of NSA for the 
individual. 


Community Responsibility 

The PALMETTO CHAPTER, Co- 
lumbia, South Carolina, as one of 
its civic participation projects, sends 
a member to the Columbia Round- 
table. The Roundtable is made up 
of representatives of more than 20 
civic and professional groups in the 
community. They exchange ideas, 
information, and cooperation. Two 
interesting projects were recently 
reported. One is a foreign student 
program for which there is already 
$1150 on hand. The other is the 
formation of the Broadway Theatre 
Alliance for the purpose of sponsor- 
ing Broadway productions locally. 
We are sure the civic and cultural 
life of Columbia is enriched by the 
Roundtable and by Palmetto Chap- 
ter’s participation in its projects. 


Keeping Up With the World 


NASHVILLE CHAPTER (Tennes- 
see) is right up to the minute on 
current events. A recent meeting 
consisted of a program on Alaska. 
The speaker was Victoria Malinoska 
who has worked for two years as 
a Public Health Nurse in Alaska. 
She exhibited a map, photographs 
and souvenirs, and showed a film. 
Miss Malinoska warned against being 
misled by the fabulous salaries 
offered, because the cost of living is 
just as fabulous. She also pointed 
out that one needs to be quite a 
hardy individualist to survive the 
rigors of the weather and transporta- 
tion by dog sled! 


A Tip of the Hat! 


Unsolicited praise is always the most 
appreciated, and the KEWANEE 
CHAPTER (Illinois) is grateful for 
the recognition given its chapter and 
our Association by the local Chamber 
of Commerce. 

“Your local and the International 
group most certainly merit the sup- 
port and praise of everyone in the 
business world and community as 
well,” said the Executive Secretary 
of the Chamber in a letter to the 
chapter. While complimenting them 
on their own activities, he stated that 
even greater, had been their work 
“on the job” in the city’s business 
and professional firms. 
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Helping Handel 


Many chapters are assisting with 
worthwhile civic activities, but three 
chapters deserve special recognition. 
During one month members of the 
YO-MAH-O CHAPTER, Youngs- 
town, Ohio, typed 73,000 envelopes 
for two civic groups. 

The KITCHENER - WATERLOO 
CHAPTER members, Kitchener, 
Ontario, Canada addressed 40,000 
letters for a Rotary Club project. 
Not only did these members have 
the satisfaction of doing their civic 
duty, but they were the _ special 
luncheon guests of the club at the 
opening of the campaign. 

Helping with eight different civic 
projects this year, is the record set 
by the MILWAUKEE CHAPTER 
(Wisconsin) . 


Scholarship Aid! 


Unusual assistance in the selection 
of a scholarship winner is being given 
the GLASS CITY CHAPTER, To- 
ledo, Ohio, by the University of 
Toledo. Fifteen high school seniors 
are taking qualifying tests under the 
direction of the University. Three 
girls will be chosen by the professors, 
with the final selection to be made 
by chapter members. 


Your T. AG is Showing! 


T-Training; A-Attitude; 
G-Grooming. 

Building a good TAG is a sober re- 
sponsibility and can be a thrilling 
assignment . . . This topic was elab- 
orated upon by Ida Crawford, Di- 
rector of the Educational Service 
Department of Bristol-Myers Com- 
pany at a BRIDGEPORT CHAP- 
TER (Connecticut) Seminar — as 
reported in The Charter Oak, Hart- 
ford Chapter, Connecticut. 


Gsetmitedl Energy— 


Ateate Energy 


Members of the OAK RIDGE 
CHAPTER (Tennessee) are truly 
proud of their bulletin, appropriately 
named “The Atom,” which won the 
Tennessee Division bulletin award. 
Secretarial energy can accomplish 
many things. 
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ie or Everybody 3 Library Coed 


Thirteen books, chosen from the CPS 
Bibliography, have been presented to 
the Danbury Public Library in re- 
membrance of the original thirteen 
charter members of the DANBURY 
CHAPTER, Connecticut. Additions 
will be made from time to time so 
that the library may eventually have 
a complete selection of up-to-date 
publications of value to all local resi- 
dents interested in the secretarial 
profession. 


Picking the Shed 


As a means of determining the 
high school recipient for their Fu- 
ture Secretary’s Award, the Educa- 
tion/Civic Committee asked each 
member of DEL VAL CHAPTER, 
Chester, Pennsylvania to submit the 
name of her alma mater if a local 
graduate; others, their Delaware 
County choice. The school men- 
tioned most received this year’s 
student award. 


Full Potential Abad 


A goal of the FLOWER CITY 
CHAPTER, Rochester, New York, 
this past year has been the develop- 
ment of administrative capacity by 
appointing its executive officers to 
act as advisors to specific committees 
rather than serving as chairmen, thus 
giving more members a chance to 
assume chairmanships and find by 
experience their full potential as 
leaders. 


Stitch Reinforcement 


A lovely stole, made by a member 
and donated to the NORWICH- 
NEW LONDON CHAPTER (Con- 
necticut) for the benefit of the NSA 
Home Trust project, brought in re- 
turns, plus a bit of envy from the 
losers. A generous repeat perform- 
ance has been promised later for the 
chapter’s benefit. 


Ontsiders Help ee 


Shopping for gifts for a planned visit 
to the Queensboro Home for the 
Blind proved to QUEENS COUNTY 
CHAPTER (New York) that Amer- 
ica has a heart. A discount was 
readily given by the shop owner on 
some chosen scarves; a restaurant 
manager, commenting on the pack- 
ages and learning their destination, 
produced gift wrappings and offered 
to individually wrap the boxes. Mem- 
bers contributed toward the expenses 
of the day and helped the Civic Com- 
mittee entertain with ice cream, cake 
and coffee. 


Handling Flew Brasiness 


An innovation at a recent meeting 
of NEW YORK CITY CHAPTER 
was a typed slip at each seat advis- 
ing of new business to be discussed. 
This was done in order to give the 
members time for discussion before 
and during dinner on subjects that 
would come up later for action. 


Bult Lotin rw 


POMONA CHAPTER (California) 
dedicated their April bulletin to 
“Mr. Executive.” The issue ex- 
plained the aims and purposes of 
NSA, and also contained a curricu- 
lum vitae of each member of the 
chapter. Very cleverly done. 

In honoring the executives, or as the 
SAN FERNANDO VALLEY 
CHAPTER (California) calls them, 
“The Big Chiefs,” not only did the 
chapter bulletin contain a write-up 
about each “Chief” but it also con- 
tained a picture of each one. 


ew hens fe 


The MISSOURI DIVISION News 
Bulletin calls attention to the united 
effort put forth by the chapters in 
Missouri in continuing support of 
the Loan Fund set up at the State 
University in memory of Eunice 
Beimdiek, former SWVP. Some of 
the chapters have made outright 
donations to the fund in addition 
to their yearly offering. 
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answers 


to CPS Quickie Quiz 
on Page 8 

1. (d) 6. (c) 

2. (c) 7. (b) 

- 3. (b) 8. (a) 

4. (a) 9. (c) 

5. (d) 10. (c) 











DIRECTORY ADDITIONS 


Mt. Vernon Chapter 
Mt. Vernon, Ohio 


Mrs. Doris Ann Ebersole, President 
c/o Continental Can Co., Inc. 
Mt. Vernon, Ohio 


Mrs. Mildred Leiter, Vice President 
Office of Mayor 

City Building 

Mt. Vernon, Ohio 


Mrs. Mary Lou Duncan, Recording 
Secretary 

307 East High Street 

Mt. Vernon, Ohio 


Mary Louise Beck, Corresponding 
Secretary 

Mt. Vernon Board of Education 

291% Public Square 

Mt. Vernon, Ohio 


Mrs. Norma J. Marchal, Treasurer 
Mt. Vernon Chamber of Commerce 
1 Public Square 

Mt. Vernon, Ohio 


Billings Chapter 
Billings, Montana 


Anne Pekovich, President 
644 Wyoming Avenue 
Billings, Montana 


Mrs. Betty Palmer, Vice President 
The Carter Oil Company 

Security Bank Bldg. 

Billings, Montana 


Mrs. Atha Stone, Secretary 
816 Yellowstone 
Billings, Montana 


Florence Majerus, Treasurer 
321 Yellowstone 
Billings, Montana 
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South Oakland Chapter 
Royal Oak, Michigan 


Lenore S. Forti, President 

21901 Mauer Drive 

St. Claire Shores, Michigan 

Lois K. Gaigalas, Vice President 

60 Maywood B 

Birmingham, Michigan 

Dorothy M. Pettit, Recording Secretary 
28409 Brentwood 

Berkley, Michigan 


Rita Tewson, Corresponding Secretary 
1521 East Avon Circle 
Rochester, Michigan 


Mildred C. Storch, Treasurer 


17830 Buckingham Road 
Birmingham, Michigan 


Chesapeake Chapter 
Salisbury, Maryland 


Jane R. Porter, President 
707 Camden Avenue 
Salisbury, Maryland 


Mrs. Margaret D. Hurley, Vice President 
128 Truitt Street 
Salisbury, Maryland 


Mrs. Margaret J. Gravenor, Recording 
Secretary 


Mt. Hermon Road 

Salisbury, Maryland 

Margaret E. Wilson, Corresponding 
Secretary 

128 Upton Street 

Salisbury, Maryland 


Mrs. Augusta R. Doukas, Treasurer 
1017 E. Church Street 
Salisbury, Maryland 


REQUEST FOR ADDRESS OR NAME CHANGE 
FOR MAGAZINE MAILING 
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Ponderosa Chapter 
Flagstaff, Arizona 


Mrs. Beverly Crawford, President 
Rt. 1, Box 53 
Flagstaff, Arizona 


Grace Wetzel, Vice President 
2701 East Miller Drive 
Flagstaff, Arizona 


Genevieve E. Reeves, Recording 
Secretary 

811 West Terry Avenue 

Flagstaff, Arizona 


Nancy Oddonetto, Corresponding 
Secretary 

2808 Northwest Street 

Flagstaff, Arizona 


Beverly Costey, Treasurer 
P. O. Box 428 
Flagstaff, Arizona 


Carquinez Chapter 
Vallejo, California 


Ruth Marcacci, President 
113 Mar Monte Court 
Vallejo, California 


Mildred C. Disbrow, Vice President 
P. O. Box 484 
Vallejo, California 


Mrs. Irene Sheppard, Recording 
Secretary 

120 Esa Drive 

Vallejo, California 


Carmen Gallaher, Corresponding 
Secretary 

210 Martin Street 

Vallejo, California 


Arlene Passini, Treasurer 
114 Central Avenue 
Vallejo, California 


Please mail to: The National Secretaries Association (International) 


| 
| 
1103 Grand Avenue, Kansas City 6, Missouri | 
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Says the Employee . 


“| LIKE MY BOSS BECAUSE...” 


1. He knows how to delegate work and 10. 
has confidence in his people to get it 
done without constant supervision. 11 


2. He respects me as a person. 


12. 


3. He inspires a “togetherness” of his 
people. 


4. He encourages people in his depart- 
ment to progress in the Company. 14. 


5. He mentions a job I have done well. 


15. 
16. 


6. He always has time to listen to any- 
one who needs an audience. 


7. He is always willing to share knowl- 
edge of company policies and plans. 17 

8. He talks to me at regular intervals 
about my paycheck. 


18. 


9. He has a good sense of humor. 














He respects my personal life. 


He’s a man to respect with high 
regard. 


He is considerate of my lunch hour 
and quitting time. 


He lets me correct my own mistakes. 


He keeps me informed as to his 
whereabouts. 


He uses business dignity — by using 
the buzzer, correcting me quietly, etc. 


He respects my desk as my personal 
property. 


He thoroughly familiarizes his people 
with what he expects of them. 


He isn’t petty in conversation, criti- 
cisms, personal dealings. 


You’re an employee and you have a gripe against the 
boss? Your boss doesn’t fit the description below? 
You'd like to make a list of your own? If so, before 
you do it, take a look at the list on the inside front 
cover. If you are in doubt on any of these points, 


Reprinted from 3M Megaphone, magazine of the Minnesota Mining and Manufacturing Company, by permissi 


perhaps your attitude toward the boss is your fault. Be 
honest now . . . are YOU letting him down? 

However, if you get 100% on these points, congratula- 
tions, you’re an A-1 employee, and no doubt agree 
with the list below. 






of the editor, Ja 
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Busy executive or busy-bee secretary . . . no pressure or punishment is too tough for the 
iron-hearted Royal Electric. Yet it’s a sweetheart, too. Smooth, fast, wonderfully comfortable. 
Completely ladylike. Precision printing and pinpoint accuracy dress up your letters. Exclusive con- 
veniences like Magic® Margin and Twin-Pak®—the instant-changing ribbon—save time and fuss. 


Over 100 type styles, a one-year guarantee . . . call your Royal Representative for a demonstration. 


You Want The ROYAL Electric! 


Product of Royal McBee Corporation, World’s Largest Manufacturer of Typewriters 


ROYAL ELECTRIC: MAKES EVERY BUSINESSMAN A BETTER BUSINESSMAN, EVERY SECRETARY AN EXECUTIVE SECRETARY 








